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PRODUCT CHECKLIST
	Candidate’s name & Registration No. 

	Assessor’s name & Reg. code

	Unit(s) of Competency

	Venue of Assessment

	Date of assessment

	

	  Items to be evaluated:
	Maximum marks to allocate
	Marks obtained
	Comments

	Information about the company
· Name 
· Location 
· Contacts 
· Services offered 
	
01
01
01
02
	
	

	Clients’ information
· Age 
· Gender 
· Nationality 
· Literacy 
· Date and time 
· Marital status 
· Category of traveller 
	
01
01
01
01
01
01
01 
	
	

	Customer Travel services requests
· Airlines
· Accommodation 
· Transfers
· Attractions /destinations
	
02
02
02
02
02
	
	

	Customers’ payments for services
· Receipts
· Contracts 
· Tickets
	
02
02
02
	
	

	Suppliers list 
· Airlines providers and their contacts
· Accommodation and their contacts
· Transfers and their contacts
· Ancillary services and their contacts
	
02
02
02
02
	
	

	Suppliers’ request information
· Invoices 
· LPOs
· Vouchers 
· Billing settlement plan 
	
02
02
02
02
	
	

	Suppliers’ payment information
· Contracts 
· Reports 
· Receipts
	
02
02
02

	
	

	Travel package information
· Airlines
· Accommodation 
· Transfers
· Attractions /destinations
	
02
02
02
02
	
	

	TOTAL
	50
	
	

	
The candidate was found to be:                       Competent                   Not yet competent


       (Please tick as appropriate)
    (The candidate is competent if s/he gets 50% of the total items correct. 

	Feedback from candidate:


	Feedback to candidate:


	Candidate’s signature:
	Date:

	

	Assessor’s signature:
	Date:
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